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IN  ORIENTING  TIE  NEIT  EllIPLOYES 


Personnel  Division 
Agri-cultural  llarketing  Service 
United  States  Department  of  Agriculture 


A GUIDE  FOR  SUPERVISORS  IN  ORIENTING  TUE  NEVJ  EI'IPLCYEE 


RESPONSIBILITIES; 

I.  Of  the  Personnel  Division  or  Branch: 


A.  To  maintain  an  s-dequate  supply  of  orientation  "materials" 
and  furnish  to  operating  offices  as  requested. 

Bo  Assist  operating  offices  in  organizing  and  carrying  out 
orientation  activities. 

II»  Of  Each  Office  to  T'Jhich  New  Employees  Are  Assigned: 


A,  To  carry  out  assigned  phases  of  orientation  activity. 

Be  Maintain  a supply  of  orientation  materials  adequate  to 
m,eet  requirements. 

The  office  to  tjhich  the  new  em.ployee  is  assigned  is  responsible  for 
seeing  to  it  that  he  gets  started  off  right.  Normally,  this  job  will 
be  handled  by  the  organizational  unit  of  which  the  new  employee  is  a 
member.  Usually,  the  supervisor  will  do  all  or  most  of  this  job. 
Sometimes  it  T'lill  be  logical  for  certain  phases  to  be  hsindled  by  other 
members  of  the  organization.  The  most  important  consideration  is 
that  the  job  be  done  completel3r  and  well. 


Outline  of  Orientation  Procedure 


This  outline  is  for  the  use  of  supervisors- and  other  officials. 

It  is  designed  for  the  effective  orientation  of  the  new  employee 
im.th  very  little,  or  no,  Federal  Government  work  experience.  The 
supervisor  must  be  the  judge  of  the  elements  which  are  relevant  in 
each  individual  case.  The  topics  suggested  for  discussion  are,  for 
the  most  part,  dealt  with  in  the  reference  material  to  be  furnished 
to  the  employee.  Other  pertinent  documents  not  included  in  this  list 
should  be  furnished  to  the  employee  or  he  should  be  told  how  he  may 
ga.in  access  to  such  material. 

I.  Preparation  by  the  Supervisor: 

A.  Have  kit  of  reference  materials  (listed  under  K below) 
already  assembled.  Use  a durable  personalized  container. 

B.  Be  familiar  with  the  material.  See  that  it’s  current,  and 
complete  (augment,  delete,  revise).  Have  identified  the 
highlights  to  be  emphasized. 

C.  Check  on  emplojree’s  background  -•  know  where  he  was  raised, 
went  to  school,  has  worked. 


lie  llien  the  Dinployee  Reports  for  Du-ty; 


Ac  Give  him  your  attention  ri^ht  avray.  Don’t  make  him  wait  around 
a long  time  before  you  see  hiia. 

Be  Give  him  a sincere  and  friendly  ifelcome  - treat  him  the 

vra.j  you  vrould  like  to  be  treated  p:hen  reporting  to  a new  job. 

Ce  Let  him  kno’w  you  were  expecting  liira. 

Do  Hold  your  discussion  in  a favorable  setting  - free  of 
interruption^  allow  plenty  of  time  to  avoid  the  need  for 
huriyangj  to  do  a good  job. 

S.  Spend  a little  time,  3.t  the  start , talking  about  things  of 
personal  interest  to  him  ~ his  background^  family,  etc. 

Let  him.  talk. 

F„  Find  out  if  he  knows  anjH^hing  about  the  organization  and 
the  work,  and  encourage  him  to  talic  on  these  points, 

G.  Tell  him  vrhat  the  work  hours  are,  viien  the  lunch  period  is 

and  explain  other  similar  oper3.ting  practices  and  employee  ^ 

facilities. 

H.  Help  him  get  his  appointment  details  completed. 

I.  Shovr  him  his  place  of  work  and  the  general  area  in  xvhich 
he  vrill  work. 

Jo  See  that  he  meets  the  people  he  ■'.'ri.ll  be  closely  associated 
■rri-th  - clearly  identify  them.  ' 

K.  Give  him  his  kit  of  reference  materials  mtli  a statement 
something  like  this; 


'•This  is  material  vjhich  we  have  gotten  together  for  your 
use.  You  YJ-ill  find  it  helpful  in  learning  about  the 
organization  and  j^^our  nevr  job.  After  we  have  looked  i"^ 
over  and  talked  about  some  of  the  highlights,  you  may  keep 
this  material.  It’s  for  your  use.  You  ivi.ll  vfant  to  study 
these  things  pretty  carefully.  As  you  go  through  them, 

I suggest  you  make  a note  about  anything  that  is  not 
entirely  clear.  "Te'll  get  together  again  novr  and  then 
and  talk  about  these  things  some  more.  I know  there  is  a 
lot  to  become  familiar  rri.th  but  don't  let  that  bother  3^ou, 
I vrant  you  to  feel  free  to  ask  questions  at  any  time.” 
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The  follorririg  list  of  nateris.ls  represents  the  minimm  ;Thich  shall 
be  furnished  to  each  new  emplojreet  (Obtain  from  the  Personnel  Office 

1.  U.SoD.Ao  Sraployee  Handbook  - Hoo  23  Revised. 

2.  The  booklet  "Organization  and  Functions  of  AI'S." 

3.  Certificate  of  1'em.bership  in  C.S.  Retirement  System, 
3F-105  or  the  leaflet  "Tour  Social  Security  Benefits." 

4.  A current  copy  of  the  official  job  description  for  the 
position  the  employee  is  assigned  to. 

(The  follovn.ng  additional  materials  are  to  be  furnished 
employees  who  v/ill  work  in  areas  remote  from  their  general 
headquarters „ ) 

5.  Procedure  to  be  follovred  in  personal  injuiy^  cases 
(Title  8,  Chap=  51,  Admnistrative  Regailations , ) 

6.  Re.gulations  for  maintaining  leave  accounts  (Title  7, 
Chap,  3j  Sece  9,  Administrative  Regulations,) 

L.  During  this  first  meeting  discuss  the  above  material  and 
that  listed  in  III  beloviT  only  to  the  extent  desirable  in 
the  judgment  of  the  superv''isor.  Avoid  tiqdLng  to  cover 
too  much  at  one  time.  Govern  the  amount  by  the  apparent 
ability  of  the  employee  to  absorb. 


H.  Set  a definite  time  - preferabl3''  within  the  next  da3^  or  two 
for  the  next  discussion.  Give  the  employes  a general  idea 
of  the  topics  to  be  reviewed  at  that  time.  Again,  urge  the 
employee  to  make  notes  of  the  things  that  are  not  clear. 


III,  Topics  to  Review  and  Action  to  Take  During  the  First  and 
Subsequent  Discussions; 

A.  Enplo^rment  status  of  the  em.ployes  and  Personnel  Policies 

of  the  Department, 

1,  Explain  the  type  of  appointment  given  the  employee 
(check  appointment  Form  SF-50), 

2,  E:cplain  the  probat ionar^'-  or  trial  period  - hovr  long, 
what  it  means,  and  the  responsibility  it  places  on 
the  employee  and  his  supervisor. 

3,  Revievr  the  provisions  of  the  over-all  Departmental 
Personnel  (Employee  Handbook), 

4,  Revievr  Fair  Employment  Practices  and  Appeals 
(Employee  Handbook). 


B,-  T.'.18  Crf’anizationt 

Ic  Briefly  Bis  cuss  t’^.e  histor-;-  and  fnncticns  cf  the  Bepartnent— 
soiae  of  its  nc?.Tor  responsibilities  to  the  public  end  its 
influence  unon  vrorld  econoray. 

2,  Er.nlain  th.e  organisational  structrare  of  the  T)epartnent  and 
of  A./iS.  Elaborate  upon  'ohe  Ciuisicnal,  ihcanch  and  Unit 
structures"  th.e  functions  of  th.e  Unit  and  hoar  th.ev  fit  into 
the  over-all  pro gran. 

3=  Outline  the  functions  of  staff  units  and  their  relationship 
to  the  line  organization. 

4c  fulljr  explain  the  employee’s  place  in  the  organization — 
rrho  his  superior  is,  vdio  his  subordinates  are,  if  an^'’,  his 
rslationsh.ip  to  his  co-vrorkers,  and  the  relationshro  of 
his  vTork  unit  to  other  units  v.dth  vdiich  he  has  contact  c 

Cc  His  pays 

Ic  Explain  pay  scales  and  pay  days  (Title  O',  Cliap.  7,  Sec,  1, 
of  Administrati'X  Fie  dilations ) . 

2,  Bhqolain  vdiat  the  grade  of  ’:iis  posil:ion  means,  iio-v  it  is 
determined,  and  horr  salary  rates  are  arrived  at. 

3o  Explain  deductions  for  inccme  tax  and  for  retirement  or 

Social  Security.  Tell  hiia  the  net  amount  of  each  pay  check. 

4a  Esrplain  the  periodic  and  longevity  pay  increase  provisions. 

D,  Ilis  Jobs 

lo  Discuss  t'le  employee’s  duties  and  responsibilities.  Revievr 
r/ith  him  the  description  of  his  job. 

2a  Describe  the  performance  requirements  establ-ished  for  his 
job.  Furnish  the  emplo3’’ee  vith  a co-pj  of  the  approved 
performance  requirements  if  vrritten  requirements  ■'^or  this 
position  have  been  prepared. 

3.  Tell  him  about  the  performance  rating  plan — ^’uho  rates  his 
perfomance  and  rrhen— the  purposes  his  performance  rating 
vm.ll  serve. 


E,  Leave,  Don- fork  Dav's,  and  Overtime: 

1.  E^aplain  licxr  much  sick  and  annual  leave  he  ea-rnsj  the  basic 
reasons  for  the  prescribed  leave  privileges:  the  policy 
xith  respect  to  requesting  and  granting  leave. 
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2.  Outline  the  provisions  vri.th  respect  to  leave  v/ithout  pay 
and  leave  n-ith  pay  other  than  sick  and  annual  (educational, 
military,  etc . ) 

3«  Explain  the  policy  •;Tith  respect  to  overtime  work,  pay  for 
overtime,  and  granting  compensatory  time  off, 

4.  Tell  him  about  designated  holidays  and  the  conditions 
under  vdiich  other  portions  of  his  regular  tour  of  duty 
may  be  officially  designated  as  non-vrork  periods. 

F,  Safety  and  Health: 

1,  Fully  explain  the  .yiS  policj^  v/ith  respect  to  safety  in 
all  operations;  that  one  of  his  important  responsibilities 
is  to  conduct  all  of  his  activities  in  such  a vfay  as  to 
avoid  injury  to  himself  and  to  others  and  to  prevent 
property  loss  or  danage  through  carelessness  or  the 
commission  or  condonement  of  hazardous  practices; 
provide  him  v/ith  copies  of  the  Department  and  .AJIS 
safety  policies  and  the  current  unit  safety  plan. 

2,  Explain  compensation  benefits  and  the  importance  of 
prompt  and  complete  reporting  of  injuries  and  the 
reporting  procedure,  Revievf  ”7Jhen  Injured  at  7/ork’' 
(Eraploj^ee  Handbook)  and  A1.T3  Instructions  Relating  to 
Accident  Reporting  Procedures. 

3,  Tell  the  employee  about  available  health  and  medical 
facilities  and  the  importance  of  utilizing  them. 

G,  Conduct,  Restrictions,  and  Improper  Practices: 

1.  Explain  the  policies  of  the  organization  ixLth  respect 
to  - political  activity,  falsification  and  misappro- 
priation of  records,  speculation,  acceptance  of  fees, 
personal  indebtedness,  membership  in  organi^iations, 
using  official  position  for  personal  gain,  and  un- 
acceptable personal  conduct, 

2,  Point  out  the  importance  of  security  precautions  and 
practices  vrith  respect  to  sensitive  activities  and 
classified  material. 

K.  Grievances  and  Appeals: 

1.  Jiaphasize  the  importance  of  promptly  presenting  to  his 
supervisor  any  problem,  complaint,  or  other  disturbing 
circumstance  which  the  employee  is  unable  to  remedj^ 
vrithout  help.  Tlie  employee  must  be  convinced  t’nat 
this  is  one  of  his  real  responsibilities  and  that 
results  which  are  adverse  to  hjLm  v/ill  not  occur  bar 
reason  of  his  taking  such  action. 


2c  'iiplain  the  several  established  appeals  procedures  and  inlom 
hin  tliat  their  use  is  entirely  appropriate  vrhen  acceptab].e 
results  cannot  be  achieved  by  other  means » (Personal  Pelations 
Appeals  Procedure,  in  Employee  riandbook. ) 

Ic  Career  Opportunities  and  Other  Benefits; 

Ic  it-cplain  career  and  promotion  opportunities  in  AIIS  and  the 

Department c Point  out  the  education,  training,  and  experience 
OjUalifications  required  for  advancement  to  certain,  positions 
and  kinds  of  work.  Make  it  clear  that  it  is  the  mutual 
responsibility  of  the  emplo3''ee  and  his  supervisor  to  develop 
and  record  the  employee's  career  piano  See  that  the  employee 
understands  that  it  is  his  responsibility  to  report  promptly 
arg/'  developments  ser'vi.ng  to  alter  this  plan. 

2c  Dmplo3?'ees'  Incentive  Awards  Program; 

B-^ylain  the  types  of  avrards  a.vailable  and  the  conditions  under 
which  the  employee  ma^'  become  eligible  for  such  awards.  Furnish 
him  vmth  a cop^^  of  the  .AI.S  reference  material  '.■diich  outlines 
the  various  types  of  awards  and  the  conditions  under  vdiich  the3r 
are  granted, 

3=  Iletirement  benefits,  if  applicable,  should  be  reviewed.  Tell 

hia  about  age  (optiona.l  and  mandatoig,^)  and  disabilit7f  retirement 
provisions.  Give  him  an  idea  of  the  annuities  resulting  from- 
selected  combinations  of  salaiyr  base  and  3?'ears  of  service. 
Interest  on  deduction  accumulations,  v;ithdrawal  pri^dLleges,  and 
voluntary/"  contributions  are  item.s  that  should  not  be  overlooked, 
Explain  use  of  "Designation  of  Beneficiary"  (SF“2808)c 

4,  Social  Securitj^  Benefits,  if  applicable,  should  be  revie’ved, 
Exrplain  deductions  and  the  benefits  that  tin-ll  accrue  under' 
certain  sets  of  conditions.  Furnish  him  with  reference  material 
vfhich  outlines  the  Social  Security  Program  in  detail, 

J,  Other  Emploj^ee  Activities  and  Programs; 

1,  Tell  him  about  employee  activities,  to  the  extent  available, 
such  as  the  IJ.S,D,A.  Clubs,  Credit  Union,  cooperative  purchase 
organizations,  organized  athletic  and  social  activities  and 
the  like. 

2,  Furnish  material  about  and  explain  the  U,S,D,A,  Beneficial 
Association, 

, llqDlain  the  facilities  offered  ''oj  t’ae  U,S,D,A,  Graduate 
School  and  the  vrays  in  v/hich  thej?"  may  be  utilized. 
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Revierr  the  hiphli_;ht3  ox  MIS  travel  policy  and  U,  S*  Govern- 
ment Standard  Travel  Regulations  - per  diem,  mileage  rates, 
use  of  Transporta.tion  Requests,  Letter  of  Authorization,  etc 
Give  him  a copy  of  the  Tra'/el  Refuilations  to  review* 

■Imphasize  the  irnportance  of  prudent  operation  and  care  of 
Government  o'/mad  motor  vehicles  and  privately  ovmed  vehicles 
operated  on  a mileage  basis i Cutline  operational  and 
maintenance  standards  and  ma.he  certain  that  the  emplc’yee 
thoroughly  understands  the  natxiro  of  his  resoonsibilities. 


Responsibilities  to  th.e  Public  and  the  Pepartmentr 


The  employee  shoulvd  be  made  to  realize  fully  the  scope  and 
importance  of  his  responsibilities  to  the  public  and  to  the 
Renartment.  It  should  be  emnhasized  tha'b  while  on  duty  he  is 


an  official  renresentative  of 


De'oa.rtm  ent 


.11  b( 


considered  'oy  the  public  as  such*  The  employee  should  recogrb-ze 
that  while  off  duty  his  actions  vTill  reflect  upon  the  Repart- 
nente  He  should  be  made  to  realize  tha.t  the  attitu'^e  of  the 
public  toward  the  department  rail  he  substantially  infd.uenced 
hy  the  attituide  he  displays  in  public  contacts  - in  person, 
by  telephone  a.nd  through  correspondence. 


Other  hatters  to  Re^'/ievr  ‘m.th  the  Gm.ployees 


lo  Resipiation  of  Reneficiarg'  - pagrnimnt  of  funds  under  the 
Retirement  Act  (GP^GtOG), 

2«  Resignation  oS  Rcneficiarg''  - unp;iid  compensation  of 
deceased  cixUicn  employee  (GP-1152), 

3o  Allotm.ent  card  explaining  the  systema,tic  pax-rol.l  savi.ngs 
plan  which  is  cotionad.  rith,  and  for  the  ccnvoniencc  of 
the  employees 

4*  Use  of  lunch  rooms  during  regular  hours  of  work  (Title  I, 
Chap.  16,  SeCc  3,  .'.dministrativs  Regulatiors, ) 


5 c Rir acting  employee  invguiries  to  agency  Personnel  Offices  - 
Personnel  Memo  Fr59o, 

6o  Legal  assistance  available  to  employees  - Personnel 
Ivlemo  P-564  Revised* 


]G7«  The  Relation  of  the  Probationary^  or  Trial  Period  to  Employee 
Orientations  ” 


8 


How  well  the  employee  is  oriented  will  have  considerable  bearing  upon  the 
way  the  employee  responds  during  his  probationary  or  trial  period.  The 
success  or  the  failure  of  the  emploj^e  will  frequently  be  determined  by 
how  well  his  supervisor  handles  the  orientation  job.  In  the  interests  of 
the  employee  and  of  MIS  the  supervisor  is  charged  ■frJith  certain  definite 
responsibilities , 

To  do  an  acceptable  job  the  supervisor  will; 

1.  Make  certain  the  employee  fully  understands  the  conditions  of  the 
probationary  or  trial  period  and  the  purpose  it  will  serve. 

2o  Make  certain  the  employee  fully  understands  his  duties,  his  responsi- 
bilities and  the  performance  requirements  that  have  been  established. 

3o  Determine  the  training  needs  of  the  employee  by  comparison  of  his 

qualifications  with  has  duties  and  performance  requirements  of  his  job; 
develop  and  utilize  an  individual  training  program  based  on  such  needs. 

I4..  Check  on  the  employee's  progress,  in  all  of  its  aspects,  with  appro- 
priate frequency. 

Give  him  full  credit  and  encouragement  for  performance  at  or  above 
the  acceptable  level. 

60  See  that  he  receives  appropriate  training  to  the  extent  required  in 
an  effort  to  bring  about  sufficient  improvement  in  elements  of  the 
job  in  which  performance  is  below  the  established  standard. 

7,  Give  proper  consideration  to  problems  and  questions  presented  by  the 
employee  and  give  him  every  reasonable  opportunity  to  reach  an 
acceptable  standard  of  performance, 

8.  Keep  the  enq^loyee  fully,  accurately,  and  currently  informed  as  to  the 
acceptability  of  his  progress. 

9®  Recommend  removal  of  the  employee  as  soon  as  he  concludes  that  such 
action  is  appropriate . (Action  should  not~be'~3elayed  \intil  the  end 
of  the  ^riod  nor  beyond  the  time  such  determination  is  made.) 

10.  Provide  the  employee  with  a full  explanation  of  the  reasons  for  the 
decision  that  he  is  unsuited  for  that  position. 

11c  Furnish  to  the  appropriate  official  a full  report  of  the  qualifica- 
tions and  lack  of  qualifications  demonstrated  by  the  employee  in  order 
that  his  possible  reassignment  may  be  accorded  proper  consideration. 

12.  I-Jhen  appropriate,  promptly  inform  the  employee  that  his  probationary 
or  trial  period  has  been  successfully  completed.  The  significance 
of  this  accomplishment  should  be  fully  explained. 

13.  Apply  supervisory  practices  of  the  highest  standard  in  all  relation- 
ships T-jith  the  employee. 
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ORIENTATION  LIATSRIAL3  TO  BE  OBTAIFEB  EROK  THE  PERSONFEL 
Dr/ISION  AI'ID  PERSONl'PEL  BRANGHES  OP  AREA  ADI.IINISTRATIVE 

jir/ISIONS 

1»  U.S.B.A.  Eraployee  Handbook,  No,  23,  Revised. 

2.  The  booklet  '’Orga,nization  and  Functions  of  AIS'.’ 

3.  Certificate  of  Membership  in  C.S,  Retirement  System, 

SF-105 . 

4.  The  leaflet  ’’Your  Social  Security  Benefits'.' 

5.  Application  for  membership  in  U.S.B.A,  Beneficial 

Association, 

6.  Informational  material  concerning  the  U.S.B.A. 

Graduate  School. 

7.  Besignation  of  Beneficiary  - SF-280E. 

S.  Besignation  of  Beneficiary;-  - SF-1152. 

9.  Allotment  card  explaining  the  systematic  pay/roll 
savings  plan,  U.  S,  Treasury  Form  2254. 

10.  Personnel  Memorandum  P“598, 

111;  'Personnel  Memorandum  P-564  Revised. 
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